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com srmt'M, 


30 September 195U 


TO * Assistant Director for Personnel 
SUBJECT g Career Fleming for C3.ed.ca3. Personnel. 


lo PHOBiSMs 

To consider the desirability establishing an Agency Clerical 
Career Service Board which would recommend. policy in connection 
with. the career planning# and assignment of personnels 

2o FAC© BEARING OB Ttffi FBOBlffis 

a 0 The present administrative procedures for handling clerical personnel 
in the major components are as follows* 

CD DD/P « The PS Career Service Board is responsible for the guidance 
of"cierieal careers within the Office of the BI3/P® Sines th@ 
Board rarely meets# representatives of the W/V Administrativ® 
Staff have been designated to represent the Board oa all 
clerical actions except on controversial cases * This represents 
centralized support for the entire DB/P complex® 

(2) DP/I » The present procedures on clerical personnel are handled 
cna decentralized basis with major W/l components responsible 
for clerical personnel vdtoin the individual, career component* 

( 3 ) es/a « The DD/A areas also utilize decentralized acministration 
ofelerrical employees with career components responsible for 
clerical personnel within that component® 

(U) Offic e of Communic a tionis - Centralized procedures are followed! 
with the office Career Service Board responsible for adminis- 
tering all- clerical personnel within the office » The adminis- 
trative stiff serves as a focal point for the review and 
scree ning of proposed actions and the making of recomBendations 
to the Career Service Board® 


(5) Office of Training - Cec.trali.zed procedures are followed with the 
administrative staff responsible to the Career Service Board for 
toe administration of clerical personnel® 
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W i. t'i x.dOM i Ai< 


b a Except for the Office of Personnel and the Career 

administrative tool is available for considering utilisation and 
career planning policy for clerical personnel o 

3o DISCUSSION* 

a c Under the present organisational structure, there is ori.y ojie Career 

S«ylc» Board which administers elortcal f 'fSS.w'ISs ^ ’ 

the B PS W Board in DD/Po 'Hi® establishment of additi ona,, b-oarcL 
S thf cc-ponit levols would sot seam to funter olerioal caroor 

55i5iXnrities~be,^ond what the present board and adminis ,rativ<. staffs 
are capable of accomplishing. 

b. The establishment of a single oareer_servioe for 

employees would result in i^oFcEangerinThe entire l 

would result in an unwieldy end unnecessary administrative arr«ngeia©n»-o 

_ mg-ior area for ivporvement is in the over-all planning on an 

SenSid.de basis for clerical jersonnel utilisation and career manage 
mitt. An Agency Clerical Career Sendee Vos**, JJh 

Assistant Director for Personnel, would appear to meet Olio need. 
Implementation could b® achieved through existing 
boLcfc and administrative staffs. Such an Agency board ygd 
utmost value in making policy recommendations on c ^ric..l tiratoing 
rotation, promotion, reassignment, or any other problem that cLgh 
involve clerical personnel on an Agency-wide basis. 

U 0 CONCLUSIONS* 

In v^ew of the above, it is evident that an Agency Clerical, Career 
Service Board would be of considerable value. Sueh * 
recotmendations on clerical policy matters to the Assistant mrecter 
for Personnel,' with the administration of such policies bo be effected 
through present lidministrativo staffs. 

b Q The membership of an Agency Clerical Career Ser/ice Boara should 

consist of a representative from the Offices of the DJ/E* DD/I, DD/A, 
Locations and Training, with the Assistant Director for Personnel 

or his designee to serve as Chairman. 

5. ACTION RECO^UNDSD* 

It is recommended that action be taken to obtain approval for 
establishment of an Agency Clerical Career Service Boarci as proposed 

above. 
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